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SCDMV Agency Mission, Vision, 
and Values  
















The mission of the South Carolina Department of Motor Vehicles Office of Training 
and Change Management (TCM) is to provide the skills and knowledge for 
exceptional career and personal development of all DMV employees and to provide 
practical training guidance for agency change management. 
 
Manual Icon Guide 
 
Throughout this manual, you will notice several icons that will guide you 




  Objective A description of the lesson objective. 
  Discussion 
A discussion of the subject matter 
follows. 
  Exercise An exercise follows. 
  Questions 
Discussion questions on the previous 
lesson. 
  Step-by-Step 
Instructions for you to follow “step-by-
step” along with the instructor in class. 
  Job Aid 
A job aid for this concept is included in 
your “job aids” binder. 
  Exception Detour 
Indicates an exception to the normal 

















Authorized South Carolina motor carriers and motor carrier service providers will 
now be able to utilize certain IRP and IFTA transactions using the SCDMVONLINE 
website.  The carriers will be able to access their accounts or in the case of a 
service provider, the accounts they represent.    The carrier will be required to sign 
on to the website with an assigned password and then will be prompted to change 
the password to be unique to that carrier.  The carrier will also be assigned a user 
ID which will be the carriers assigned customer number through SCDMV.  Signing 
on to the website will be covered in Lesson 2 of this manual. 
This website will allow the carrier to process certain request for both IFTA and IRP 
accounts. In order for the carrier to be eligible to access the web account the 
carrier must have a good standing record with SCDMV.  This means the carrier 
must not have any outstanding liabilities for IRP and/or IFTA as stated in the 
IRP/IFTA Web Agreement.  The carrier will be required to sign an agreement with 
SCDMV motor carriers stating that the carrier will remain in good standing and if for 
some reason the standards are not met the carrier will not be able to use or access 
the external website. 
In order to conduct web transactions please make sure that you have Adobe 
Reader, Mozilla Foxfire, POP UP blocker turned off and your Internet Explorer 
setting may be required to be set at the medium setting. 
In order to use SCDMV Motor Carrier Online System the following software must be 
installed on your computer:  
• Internet Explorer version 7 or higher  
• Adobe Reader  
• Mozilla Firefox version 3.5 or above   
• Pop-up Blocker must be turn off   
• Security settings should NOT be above medium for Windows 7 Operating 








Transactions that the carrier will have access to for IRP are: 
• Inquiries 
• Reprint certain documents 




• Replace Cab 
Card 
 
• Replace Plate 
• Amend Vehicle 
without fee 
 
Transactions that the carrier will have access to for IFTA are: 
 
• Inquiries 
• Reprint of certain documents 
• File/Amend Tax Returns 
 
 
















































  Questions  
True/False: Circle the correct answer. 
1. Any carrier or service provider will be able to access the MCS motor carrier 






















6. If a carrier or service provider fails to print a document and proceeds to 
complete the transaction, the carrier or service provider will be required to 











Lesson 2 – Signing On to Motor Vehicle Service Website  
 
 
• In this section you will be able to… 
 
• Access the MCS system using the user id and generic password assigned by 
SCDMV 
• Explain what criteria their new password is required to follow 
• Change the generic password assigned by SCDMV to a password of their 
choice 
• Sign onto the MCS website using their user id and newly created password 
 
Discussion 
Once the carrier or service provider has submitted a web agreement and SCDMV 
has issued them a user id and password the carrier is able to process specific 
transactions online. However, the generic password will need to be updated in the 
system to match a set criterion for security.  
The carrier or services providers’ user id will be the customer /account number 
assigned specifically to them by SCMDV.  The generic password assigned will be the 
customer/account number followed by the last four (4) digits of the TIN.  The 
carrier or service provider will access the system by using the information provided 
by SCDMV on the initial login. The carrier or service provider will be directed to the 
“User Secret Information” screen where their user id (customer/ account number) 
will be populated automatically. This page requires a secret question to be selected 
from a list of questions provided in the drop down box and a secret answer will 
have to be provided. Once the carrier or service provider has selected and 
answered the secret question they are required to read the Electronic Filing 
Agreement.  The “I Agree” radio button will automatically be selected and the 
carrier will select submit if they agree to all the user requirements and restrictions. 
**NOTE** If the carrier selects the “I don’t agree” radio button by mistake the 
“Submit” command button will be grayed out and the only command button 





Once the “Submit” command button is selected the carrier or service provider will 
be directed to the “Change Password” screen. The carrier or service providers’ user 
id will automatically be populated in the text box. The carrier will be required to 
type in their current password (customer/account number plus last 4 digits of TIN). 
Then they will have to type in a new password that follows a certain criteria. The 
password must be a minimum of eight characters long and have at least one upper 
case letter, one lower case letter, one number character, and one special character. 
If the password fails to follow the criteria the user will receive an error message. 
Once the password has been successfully created the carrier or service provider will 
be re-directed to the sign-on screen where they will enter in their user id and the 
new password they just created.  
**NOTE** The user will be locked out of the system if they fail to login correctly 
three times during one session.  Once the system was not accessed on the third try 
the user will receive an error message stating “User Account is Locked”. The user 
will need to contact the SCDMV Help Desk at (803)896-5000 and follow the 
prompts given on the automated service.   
 
  Step-by-Step 
Carriers and service providers will access the Motor Carrier Services by going on-








The user will then need to select the “Online Services” link at the top right hand –
side of the screen and select the Motor Carrier Services link.  
 
 
The user will be directed to the “Sign On” screen where they will type in the User ID 
and generic Password provided to them from SCDMV and select the “Sign On” 
button.   
Carriers will use: 
• User ID- customer /account number 
• Password- customer/account number plus last 4 digits of TIN 
Service Providers will use:  
• User ID- customer number 
• Password- customer number 
 
 
**NOTE** In order for a service provider to access a customer’s file, they have to 
be listed as the service provider on the customer’s fleet record in both IFTA and 







The user will be directed to the “Electronic Filing Agreement” page where they will 
need to read and agree with the terms.  
 
 











**NOTE**If the “I Disagree” radio button is selected the “Submit” command 







User will be re-directed to the “User Secret Information” screen.  
User ID will be automatically populated and the user will be required to select a 
Secret Question from choices listed in the drop down box.  








User will be re-directed to the “Change Password” screen where they will have to:  
• Type their old password  
• Type in their new password 







Remember:  the password must be at least 8 characters with at least one upper 




When the “Submit” command button is selected the user will be re-directed to the 
“Sign On” screen again but this time they will need to type in their User ID and the 
New Password they have just created.  
 
The user will be directed to the “Electronic Filing Agreement” page again where 














When the user selects the “Submit” button they will be re-directed to the 








Once the carrier or service provider has logged in to the system they will be re-
directed to the “Enterprise Level” screen.  This screen can also be referred to as the 
main menu screen where the user will be able to select a specific “Application” they 
would like to access (IFTA or IRP), inquire about a “Customer” or “Payment”, 
changing the user’s password “Change Password” and the user is able to “Sign Off” 
the system.  
 
  Exercise 
User will login to the web services system using the provided user id and password 
supplied to them from SCDMV.  After a successful login to the system the user will 











1. What information will SCDMV provide the carrier to access the system?  
 
a. Customer # 
b. USDOT # 
c. FEIN/ TIN 
d. None of the above 
 





d. Web address will be provided from SCDMV  
  
3. How does the user log on to the system the first time?  
 
a. Using customer # for both user id and password 
 
b. Using customer # and USDOT # 
 
c. Use customer # in User ID  and customer # in password adding the 
last 4 of FEIN / TIN # 
 
d. Call SCDMV and have them log you into the system 
 











5. Who does the user contact if they have been locked out of the system when 
attempting to log in?  
 
a. User should send an email to SCDMV help desk  
 
b. User should go into DMV office and request  for password to be reset 
 
c. User must wait 24 hours for the system to reset itself 
 




6. When creating a new password after logging in the first time what criteria 
must it follow? 
 
a. It just needs to be unique to carrier and be at least 8 characters 
 
b. At least 8 characters and must include 1 upper case letter, 1 lower 
case letter, 1 numeric character, and 1 symbol 
 
 
c. At least 8 characters and must have  2 upper case letters, 1 lower case 
letter, and 1 symbol 
 
d. At least 8 characters and must have 1 upper case letter, 1 lower case 
letter, and 3 symbols.  
 
7. Which is the best example of a newly created password for the user once 













Lesson 3 – Navigating through the CELTIC screens 
 
In this section you will be able to… 
 
• Recognize the Enterprise screen and its advantages for the carrier 
 
• Verbally explain the functions in the Celtic website that are needed to 






The following explains the common features between IFTA and IRP 
Applications. There are some features that are specific to IFTA and some that are 
specific to IRP. You will become familiar with those as you perform the transactions 
that apply to the applications. The main menu for IRP/IFTA is the navigation center 
which is also called the Enterprise Screen.  This screen allows the carrier to access 
multiple functions without having to always stop the current processing to get to a 
different function or do an inquiry or change previously entered data. The 
Enterprise screen also displays any announcements from the Motor Carrier section 







Quick Links (for IFTA transactions only) 
 
The File Tax Return and Reprint Tax Returns quick links allow quick access to 
file your tax return and reprint your tax return instead of using the Tax Return Tab 
on the IFTA Main Menu.  
 
Warning Message Box displays information that is useful to the user in 
completing the transaction. Always read your warning messages. Some 
messages require action before proceeding to the next step. The warning message 




  - takes you to the next step in the transaction 
 ‐ clears all information entered by the user in the text boxes and 
allows you to reenter information 
 ‐ saves information entered thus far and takes you back to the main 
menu. To resume with the transaction, you select the WIP (work-in progress) tab 





 ‐ takes you to the Motor Carrier Services IFTA/IRP User Guide, 
depending on which application you are working 
  - stops the transaction without saving any information entered 
 ‐ takes information entered in the text box usually located next to 
this command button out of the text box or unchecks a check box on the screen 
that you are currently on 
- takes you to the previous screen or step 
 - ends the transaction without saving information entered and 
returns you the main menu 
 - verifies credit card payment; completes the transaction 
 - allows you to select another vehicle if one was selected in error 
  - allows you to choose from a list of vehicles in a particular fleet 
 - uploads scanned document(s) 
  - completes selection of items in order to proceed to next step 











Navigation Tabs alerts you to where in the transaction you are working. Blue tabs 
are the active tabs, where you are currently working. Light grey tabs after the blue 
tabs are processes that are not yet completed. Light grey tabs that are before the 
blue tab are processes that are completed. Dark grey tabs are information tabs.     
 
 ‐ Text Box – user must enter information in the text box. 
 ‐Disabled Text Box – user cannot enter information into a disabled 
text box. The text box is either prefilled with required information or it cannot be 
enabled for information.  
 Check Box – the user may be required to select one 
 Drop Down Box – gives the user a list of items to select from or view 
 
 Page links - each link 
navigates you through the pages if there are multiple pages 
 












  Questions  
1. What is the main menu or navigation center for IRP/IFTA also known as?  
a. Celtic 
b. SCDMV’s customer website 
c. Enterprise screen  
d. None of the above 
 
2. What should the user do when a message box is displayed 
a. Select ok 
b. Ignore it  
c. Call MCS they is something wrong with system 
d. Read it 
 
3. What command button stops the supplement without saving information?  
a. Cancel  
b. Done  
c. Refresh  
d. Proceed  
 
4. What command button clears all information entered by the user?  
a. Done 








c. Refresh  
d. Proceed 
 
6. What does the Enterprise screen allow the user to do?  
a. Log on to the system to complete a supplement 
b. Access multiple functions without stopping current processing 
c. Send complaints to SCDMV 







7. What command button allows users to stop a supplement saving information 
so the supplement can be completed at a later time?  
a. Close  
b. Submit 
c. Quit 
d. Cancel  
 
8. What are the tabs located at the top of the page that tell you where you are 
when processing a supplement?  
a. Drop down tabs 
b. Navigation tabs 
c. Check tabs 
d. Warning tabs 
 
9. If a text box is greyed out it means the user is unable to change information 




10.What symbol informs the user that certain information is required to be 
entered to perform a supplement?  
a. Asterisk 
b. Check  
c. A & B 














Lesson 4 - IRP 
Section 1: Process and Supplements 
 
 
In this section you will be able to… 
 
• Add a Jurisdiction to the carriers account 
• Replace the lost cab card 
• Amend select  information that does not affect IRP fees and 
receive a new cab card 
• Renewal 







The carrier or service provider will be able to add jurisdictions to an existing fleet 
during a registration year.  New jurisdictions can also be added during renewal.  
The carrier or service provider will be required to complete Schedules B and C to 
add an additional jurisdiction.  These forms must be uploaded to MCS during the 















  Step-by-Step 




Select the “Supplement” function and a list will display of supplements the carrier 






When the carrier logs into the website using their unique user ID and password, the 
website identifies the carrier and displays the carrier’s customer number in the 
correct text box. 











The Distance detail/Add Jurisdiction screen will display. 
 
Note:  The carrier has two options in order to add jurisdictions.  They can choose to 








The carrier can select the “Show Map” and select the state(s) from the map. 
 
What’s important to remember is if the state is not contiguous the carrier will 
receive a message. If the jurisdictions are not contiguous the carrier will not be able 
to add that state because the check box will be grayed out. To summarize, the 
carrier can only add states that are contiguous. 
 
In order to remove a state that was added during this transaction in error, the 
carrier must select the check box beside the state and then select “Remove”.  If a 
state is displayed from a previous time and the carrier will not be traveling in that 
state any longer, the carrier must use the drop down box and mark the box with an 






Once the state(s) have been selected the carrier must select “Add”.  This will add 
the jurisdiction to the list.  The carrier must verify that the Estimated Distance 
Chart check box is selected then select “Proceed”.  The system will calculate the 
actual, estimated and total distance entered on the jurisdictions.  
Enter the Estimated distance, the Actual distance and the Total Fleet Distance in 
the text box and select “Proceed”. 
 







Select “Proceed”.  The weight group schedule detail screen displays.  The carrier 
will not be able to make changes to the weight group using the online web 
services.  Select the “Done” command button. 
 






Once the carrier selects “Proceed” the calculations will display. Verify the 
information and select “Proceed” again. 
 
 
If all information was correct the carrier will receive a message stating that the 






Once the carrier selects “Proceed” the carrier will receive a warning message 
stating that the carrier needs to understand that they must have all documents 
needed to submit to SCDMV before paying for transactions. 
 






Enter the Credit card number, name on the card and the card expiration date in the 
text boxes and select “Submit” 
 






Once the payment has been confirmed the International Registration Plan 
Apportioned Cab Card will display. Once the payment has been confirmed the 
carrier will be able to print the new cab card. 
 
Once completed the screen will display back to the start with a message describing 
what action was taken. 
 
  Exercise   











The carrier or service provider will be able to apply for a replacement of a cab card 
when needed.  Duplicate cab cards are issued to replace lost, stolen, or damaged 
cab cards.  An application for duplicate registration form (Form 3090A) must be 
completed and uploaded through the website. 
When requesting a replacement of a cab card for reasons other than lost, the old 
cab card should be surrendered.   
 
  Step-by-Step 
 










Select “Application” then select “IRP”. 
 
Once “IRP” has been selected a screen will display for the carrier to select what 
type application they would like to perform.  Example, the carrier may select the 







The “Fleet Search” screen will display.  The carriers customer number and 
supplement effective date will display.  On this screen the carrier should make note 
of the message that appears at the top of the screen.  Once the carrier has read the 
message the carrier will select “Proceed”. 
 
  
Note: The supplement effective date is defaulted to the current date.  
  




Select the Fleet Expiration Year and the “Replace Cab Card Selection Details” screen 
will display.  This screen allows the carrier to indicate the vehicle for the replace cab 
card by doing one of the following: 
 





• The “Next” and the “Previous” functions allow the carrier to page through a 
vehicle list if the fleet has a large number of vehicles. 
• Once the carrier has selected the vehicle for the replace cab card, the carrier 




Once “Proceed” has been selected a screen will display with the selected vehicle(s). 
 
       
 
 
Select “Proceed” if the carrier must select another vehicle.  Select “Done” to 
proceed to the “Billing Details” screen. 
 
 
       
Note: To cancel a previous selected vehicle, select “VEH LIST” to display a list 





vehicle they would like to cancel from this supplement and the system will 
automatically display the vehicle information.  If the carrier would like to cancel 
this vehicle, select “Cancel” at the bottom of the screen.  
 
If the carrier would like to update a previous selected vehicle, the carrier would 
select “Veh List” to display a list of vehicles processed during this supplement.  
Update the information on the vehicle(s) and select “Update” then select “Proceed” 
in order to save the updated information. The carrier will be limited to what 
information they will be able to update using the website.     
 




Once the carrier selects “Proceed” the fees will populate.  Select “Proceed” 
 
 
The Billing Details screen will indicate the fees calculated for the change, the 





The carrier will be able to select the invoice report type from the drop down box 
and also will be able to select how the invoice will be delivered from the Electronic 
Delivery type. 
 
Once the carrier has reviewed the calculated fees, the carrier would select 
“Proceed” to produce the invoice.  The invoice will indicate the total due and net 
amount due.  If the carrier is eligible for a TEAR, the TEAR will be generated and 
the payment details screen will display.  
  
Also, on the “Payment Detail” screen the carrier has the ability to cancel the 
invoice/bill if desired.  In order to cancel the invoice the carrier would select the 
“Billing” tab to return to the “Billing Details” screen. 
 
Once the “Billing” tab has been selected the carrier would receive a message 
stating that “Unsaved data can be lost. Would you like to proceed?”  If the carrier 
requires canceling the invoice the carrier would select “OK”. 
 









The carrier would select how they would like the cab card delivered by selecting one 









The carrier would then select “Proceed”.  The Payment Details Verification screen 




























The carrier should verify the fees due.  If the carrier wishes to cancel the 
invoice/bill the carrier must:  
• Select the “BILLING” tab to return to the Billing Details screen  
 
• Select “CANCEL BILL” to cancel the bill, Select the “VEHICLE” tab 
and make changes as required. 
 
If the carrier verifies that the fees and information are correct and does not wish to 
cancel the invoice/bill the carrier must select “Proceed”.  The MCS payment 
Collection screen will display.   
 
Enter the Credit card number, the name on the credit card and the expiration.  





















The carrier will receive a message that states: “Please confirm your payment. Your 
credit card will be charged after confirmation” Once the carrier confirms the 















The carrier will verify the information and close the document by selecting the “X” 
in the upper right hand corner of the screen. 
 
Once the International Registration Plan Apportioned Cab Card has been closed the 
Enterprise screen will display. 
 
 





If for some reason the request cannot be processed a message will display 




  Exercise 













In this process changes made to the carrier do not affect IRP fees. The supplement 
only allows minimal updates to the carrier’s information. The carrier will be allowed 
to change the unit number, insurance company name and/or policy number 
property tax owner TIN, Property tax owner name, and the Financial Lessee. Since 
information will be changed the carrier will have to pay to receive a updated cab 
card for each vehicle the updates affect.  
 
  Step-by-Step 
 














• User will be directed to the “Fleet Search” screen where their customer 
number will be populated automatically along with the supplement date.  
 









• The user will choose the current expiration year for the fleet they wish to 
make updates to using the blue ‘Select’.   
 
• The row selected will highlight and then user will select the ‘Proceed’ 
command button.   
 
• The user can identify the vehicle(s) they need to make changes to by using 
the unit number, VIN, or plate number. Once the vehicle is identified is 






• The vehicle information will populate and the user will be allowed to change 
the following information:  
o Unit Number 
o Property Tax Owner TIN and Name 
o Insurance Company Name and Policy Number 
o Financial Lessee 








• User can select the “Veh List” command button and a list of vehicles that 
are affected by a change(s) the user has made will display. The user will be 







• “Vehicle Selection Details” screen lists all of vehicles that have been updated 
by user. 
• By selecting the ‘Select’ user can identify the vehicle they need to update 
information that was omitted the first time.    
 
• If a vehicle has been updated by mistake the user can select the vehicle from 
the vehicle list (previous screen shot) and then select the ‘Cancel Vehicle’ 






• User will keep selecting vehicles that need to be updated by identifying them 
like they did in the previous step. Once all vehicles have been updated user 
should select the ‘DONE’ command button which will complete the updates 
and then select the ‘Proceed’ command button. 
 
• User will be directed to the ‘Billing Details’ screen. This screen gives the 
user an overview of what they have processed online. User should select the 



















• On the ‘Billing Details’ screen the user will be given the total for the 
transaction and will decide how they would like the documentation delivered 






o  User will have the option to select what type invoice they want to 
receive: 
• Fees by Jurisdiction 
• Fees for Unit 
• Fees for Unit by Jurisdiction 
 
o User will select how they want their Invoice report delivered they have 
the options of: 
• D-PDF 






• Once user has selected how documents will be delivered the “Proceed” 
command button should be selected. 
   
• User will be taken to ”IRP Payment Details” screen. This screen will show the 
user the amount of money due for the transaction and they will decide how 









• Once user has selected “Proceed” on the previous screen they will be 
directed to the “IRP Payment Verification” screen where they should verify 
the transaction they are about to complete. Once it has been verified the 
user will select “Proceed” command button. 




• The user will now enter in their credit card information. The information 





o credit card number  
o name on card 
o expiration of card (month/year) 
 
• Once the information is put in the system the user will select the ‘Submit’ 
command button. 
• The system will tell the user to “Please confirm your payment. Your credit 
card will charged after confirmation” by making sure the credit card 
information has been correctly entered into the system.  




• If the supplement is completed without any problems the user will receive 






Cab Card user will receive after payment has been accepted: 
 
  Exercise 















This renewal process is used to renew your existing fleet. Renewal periods 
are for 12 months from registration month, expiring on the last day of the 
12th month. Renewal packets (printed Schedule A/E and B) are generated 45 
days prior to expiration and mailed to Carrier. The Carrier is required to 
make any changes including adding/removing jurisdictions, modifying 
jurisdiction weight, and adding/removing units during renewal by indicating 
the changes on the renewal documents. Carriers are also required to update 









• Document Type – The uniform document classification of document 
• SCDMV Form Number – The form number assigned to the original paper 
document is defined by SCDMV (if applicable) 
• Source – Is the document created by SCDMV (internal) or received from an 
outside party (external)? 
• Required or Conditional – Is the document always received as part of the 




















Source Required or 
Conditional 
Notes 


















































Source Required or 
Conditional 
Notes 
































































































  Step-by-Step 
 
• Select RENEWAL from the supplement menu 
 
• Customer No will default from log-in. 
 






• Select the blue underlined Select button for the Fleet Expiration Year 
that you want to renew. 
 
 
After reviewing the account information MCS will verify the Carrier’s 




• A hard error or warning message may be displayed, based upon the 
CVIEW status 
 
• If a hard error is generated, the customer must contact MCS 








• Select PROCEED to update the account information and proceed to the 
Fleet Detail screen. 
 
 
• Select PROCEED to update the account information and proceed to the 
Fleet Detail screen. 
 
**Reminder** A hard error or warning message may be displayed, based 















The Carrier can update certain fleet profile information during renewals such 







The fleet information will be pre-populated with the information from the 
previous year with the exception of the Carrier’s name, USDOT no and TIN.  
 
The following fields can be changed: 
 
• Fleet Type – Select one of the fleet types from the drop down list 
provided 
 
• Commodity Class - After selecting a Fleet Type, the user will select a 
Commodity class from the drop down list provided 
 
• Doing Business As (DBA) – if there is a DBA enter the name here 
 
• Contact Name 
 
• Email ID 
 
• Phone number and extension 
 
• Fax number 
 
• Insurance Company 
 
• Policy No. 
• Use IFTA Distance – If checked, the system will utilize IFTA miles to pre-






• Wyoming Indicator 
 
• Physical Address – Must be located in South Carolina 
 
• Mailing Address – If different from the Physical address 
 
• Shipping Address – If different from the Mailing address 
 
• Reporting Service – If it has changed from the previous year 
•Power of Attorney – If it has changed from the previous year 
 




The following information will default based on the renewal period 
(12 months) and cannot be changed: 
 
• Fleet Effective Date 
Will be defaulted to the effective date for the next year registration 
period 
 
• Fleet Expiration Date 
Will be defaulted to the expiration date for the next year registration 
period 
 
• First Operated Date 











Reviewing and/or Updating Carrier Information: 
o Review the fleet information 





o Select PROCEED to display the Fleet Verification screen 
 
 
**NOTE** Addresses will be verified through Phoenix address validation 
process. 
 
• If the address is invalid, an error message will display 
 
The user will have the ability to override the address, if it is validated by the 
Carrier by selecting OVERRIDE 
 
The Carrier’s status is verified through CVIEW via the USDOT NO and TIN 
associated with the fleet. 
 
• Based upon the status, the user will receive a hard error which may be 
overridden by an administrator, if necessary or if a warning message 
appears 
 
• If a hard error is received and the override does not meet SCDMV’s 
business requirements, the Carrier should cancel the supplement and 
resolve the issue.  
 
•Select PROCEED to update the fleet information and proceed to the 





























Add Jurisdiction Distance: 
 
At fleet renewal time the jurisdiction distance can be actual, estimated, or 
no-travel intended. The South Carolina miles must be included. The screen 
will pre-populate information based on fleet information. 
 
• If IFTA miles are selected and are available for the required period, IFTA 
miles will be pre-populated in the miles 
 
• At a minimum, the screen will be pre-populated with jurisdiction and 
mileage types from the previous year. The user should do the following to 
provide the mileage for the registration year: 
 
• From the Distance screen: 
 




• For each jurisdiction provided: 
 
 Review the mileage type and set to either A (Actual), E (Estimated) or 
N (No travel intended) 
 
 For Actual provide the mileage 
 
 For Estimated, if the mileage chart is being used, select the indicator 
and set the number of vehicles 
 
 
• To add additional jurisdictions: 
 
 Select the jurisdiction (from the list or the map) 
 Enter the distance 
 Select the distance type 











• If the estimated mileage chart is being used, the user must validate the 




• When all the jurisdiction information is updated, select PROCEED to: 
o Perform edits including verifying contiguous jurisdictions 
 




























• On the validation screen, any jurisdiction in RED, is calculating over 100% 
and should be reviewed. 
 

















Update Weight Group: 
The Carrier should do the following to update a weight group for the 
registration year from the Weight Group Selection screen: 
 
 • View/Update the weight for any existing weight group 
 
•Select the weight group to process, by selecting the SELECT link next to the 














•From the validation screen, select PROCEED to save the changes 
 



























Add new weight groups: 
 





Select the base weight and enter the weight that is different than the 

















• Select PROCEED to return to the Weight Group Selection screen. 
 
 








The vehicle processing on a renewal provides the ability to perform the 
following vehicle functions from the Previous Year: 
 
•If one of the following supplements was added to the previous year after 
the renewal has been opened and is not invoiced, the supplement 
information can be automatically updated in the renewed fleet by selecting 
UPDATE FROM THE PREVIOUS YEAR: 
 
 Delete Vehicle    Replace Plate 
 
 
•If the renewal is paid, the supplement will need to be repeated in the 
renewal. 
 
•If the renewal is invoiced but not paid, cancel the bill and select UPDATE 
FROM THE PREVIOUS YEAR from the Vehicle Processing screen. 
 
• Check Registration 
 
•Check Registration should be executed when the renewal is initially 
created, especially for the first renewal of a converted fleet. This process will 
verify that all active vehicles that are associated with the renewal have a 
registration record in Phoenix. 
 
•A warning will be generated for each vehicle that does not have a Phoenix 
registration record  
 
•The Carrier should notify MCS Helpdesk and a registration record must be 
created in Phoenix prior to renewing the fleet 
 
• If the registration record is not created in Phoenix, the vehicle should be 
deleted from the renewal. 
 
• Change/Amend an existing vehicle 
 







Note: The Carrier can return to the account, fleet, distance, or weight group 





UPDATE FROM PREVIOUS YEAR (if required) and CHECK 
REGISTRATION should be executed prior to making adjustments to 
existing vehicles or continuing with the renewal. 
 























To change a vehicle: 
 
• The Carrier can select CHANGE FLEET VEHICLE and then select 
PROCEED and to display the Vehicle Detail screen. 
 
 
• The user can select the vehicle to change by selecting either the Unit 
number, VIN, or plate number 
 
• Once the vehicle is selected, the existing vehicle information will 
display. 
 
• The user should update the information as necessary for renewal 
 
• Once the information is changed, select PROCEED to perform edits. If 
the vehicle information passes the edits, the Vehicle Details 
Verification screen will display 
 
• From the Verification screen, review the vehicle information and select 
PROCEED to save the changes on the vehicle. 
 
o The user can select the vehicle to change by selecting either the Unit 






o Once the vehicle is selected, the existing vehicle information will display. 
 
o The user should update the information as necessary for renewal 
 
o Once the information is changed, select PROCEED to perform edits.  
If the vehicle information passes the edits, the Vehicle Details 
Verification screen will display 
 
o From the Verification screen, review the vehicle information and select 



























To delete a vehicle from the fleet: 
 
o The user can select DELETE VEHICLE and then select PROCEED to display 
the Delete Vehicle screen.  This is a list of all the active vehicles in the 




o To select a vehicle to delete, check the box next to the unit number you want to 
delete.   
 
o For each delete vehicle the following information must be provided: 
 Indicate if the plate is returned – either Y (Yes) or N (No) 
 Deletion reason  
 Deletion date 






o Once you have selected all the vehicles you want to delete, select 
PROCEED to display the verification screen.  The verification screen will 
only display those vehicles you have deleted. 
 
o Select PROCEED to save the information. 
 
o Select PROCEED to save the information. 
 

































To change/cancel information on vehicles already having been 
processed during the renewal: 
 
To change/cancel a previously “modified” vehicle – includes added, deleted 
or changed vehicles: 
•The Carrier should select VEH LIST to display a list of vehicles that have 
been changed or deleted 
 
 
•The user should select the vehicle to be changed/cancelled, by selecting the 
SELECT link next to the unit number. 
 
When a vehicle is selected, the vehicle information will display on the Vehicle 
Details screen. The user can do one of the following actions: 
 
• If the vehicle was deleted from the renewal, the Vehicle Details 
screen will be protected and the only action you can take is to 
CANCEL which will add the deleted vehicle back on the renewal. 
 
• If the vehicle was added or changed, from the vehicle screen the 






• To make changes, update the information and select PROCEED and then 
select PROCEED from the verification screen to save the changes 
 
• To cancel an added vehicle from the renewal, select CANCEL VEHICLE to 
delete the vehicle from the renewal 
  
• To cancel a modified vehicle from the renewal, select CANCEL and the 
vehicle will be processed on the renewal as a no-change vehicle. It will be 





PROCESS TO UPLOAD DOCUMENTS (2290 AND MCS 150) 

















Select Submit.   



































The invoice will calculate fees, credit applied and net amount 
due.   
 
 
Depending on how the carrier selected the electronic delivery type will 
depend on how the carrier receives the invoice.  Example, if the carrier 
selected the “PDF” file, the carrier can select the “Save” command and save 
the invoice.  If the carrier had selected the “Print” command the invoice 
would print automatically.  Select the “X” in the upper right hand corner to 





  Exercise  









A carrier or service provider will be able to request a replacement for a lost 
plate if the plate has been lost, stolen, or damaged.  In order to request a 
lost plate the vehicle must already be registered with an existing fleet in 
MCS.  The carrier must complete a form 452-A (Lost or Stolen Plate 
affidavit).  The form can be located on the www.scdmvonline.com web 
site. The carrier will be required to upload the 452A form through Web 
Processing to MCS.  The old plate must be surrendered if not lost or stolen; 
however, if the plate is missing the carrier must make a notation on the 
form 452A.  When replacing the plate in MCS there will be a place to mark if 
the old plate has been surrendered during the Replace Plate supplement.  
The USDOT number must match the carriers name and be in good standing. 
  Step-by-Step 
 




The IRP screen will display.  The carrier must select the application 













Select the “Replace Plate” supplement.  The “Fleet Search” screen will display. The 
carriers Customer number and Supplement Effective date will display.  Select 






Once the carrier selects the “Proceed” command button the Fleet Search/Replace 















The Fleet Search/Vehicle Details/Account Details screen will display.  Select the 
vehicle(s) for the replace plate by selecting the check box beside the vehicle(s) the 









The Next and Previous buttons are for paging through a vehicle list if the fleet has a 
large number of vehicles or the carrier can enter the Unit No., VIN or Plate number 
and select “FIND”.  Once the vehicle information is retrieved the vehicle will display 
in the list. 
 
Once the vehicle has been identified select “Proceed” to display a screen with the 
selected vehicle(s). 
 
NOTE: The carrier should always SELECT the “CHECK REGISTRATION” command 




The carrier will be required to select a reason from the “Reason” drop down box 
when requesting a replace plate.  A reason must be selected for each vehicle the 








Once “Proceed” has been selected a screen will display showing other vehicles the 
carrier owns.  This screen will allow the carrier to select another vehicle if needed.  
Select “Done” if the carrier has selected the vehicle(s) needing a replace plate. 
 
If the carrier chooses to cancel a previous selected vehicle, select the “VEH LIST” to 
display a list of vehicles processed during this supplement.  Select the vehicle you 
want to cancel from this supplement and the system will automatically display the 
vehicle information.  If you want to cancel this vehicle, select CANCELVEHICLE. 
 
If the carrier does not need to cancel a previous selected vehicle, once the carrier 




From the Billing Details screen the carrier must review the request and select 
“Proceed”.  
 
Note:  If a plate request needs to be reviewed or updated, select the VEHICLE tab 
and proceed as previously instructed.  
 
The carrier must select the 45 day TEAR check box for a temporary evidence 
apportioned registration. Select Proceed.  
 
Select “Proceed” and the fees will calculate and display on the billing details screen. 
The Billing Details screen will indicate the fees calculated for the change, the 








Once the carrier verifies the fees the carrier can select the Electronic Delivery type 
for the invoice.  The carrier will also select the Invoice Report type from the drop 
down box on this screen.  The invoice will include the calculated fees, credit applied 




























Select “Proceed”.  The invoice will populate.  The invoice will calculate fees, credit 




Depending on how the carrier selected the electronic delivery type will depend on 
how the carrier receives the invoice.  Example, if the carrier selected the “PDF” file, 
the carrier can select the “Save” command and save the invoice.  If the carrier had 
selected the “Print” command the invoice would print automatically.  Select the “X” 






































The Payment details screen will populate.  From the Payment Detail screen the 
carrier will have the ability to cancel the invoice. In order to cancel the invoice the 
carrier must select the Billing tab then select the CANCEL BILL to cancel the bill, 





From the Payment Details screen the carrier can select how they would like the cab 
card to be delivered.  Example, the cab card can be sent to the carrier via e-mail, 














From this screen the carrier also has the ability to cancel the invoice/bill or to 
complete additional supplements.  In order to add additional supplements the 
carrier would select the “Enterprise” tab.   
 
Note: The enterprise payment option allows the carrier to pay for multiple MCS 
supplements with the same payment. 
 
Once the carrier verifies the information and reads the message located at the top 
of the screen the carrier will select “Proceed”. 
 
Note:  If the carrier receives a “document shortage” message, the carrier must 
submit all required documents to Motor Carriers before the supplement can be 
issued. 
 
If the amount due is a zero balance or a credit/refund, the transactions will go 
immediately to the MCS post payment processing. 
 
 
Once the carrier has selected the “Proceed” command button the MCS Payment 





The carrier must enter their credit card number, Name on the credit card along with 




Once this has been entered the carrier will select the “Submit” command button.  A 
message will display stating that the carrier must confirm their payment and that 








Once the carrier has confirmed the payment a screen will populate containing 
information concerning the MCS transactions that were included in the payment, 
such as the Customer and supplement information, the number of Cab cards that 
were generated or failed and any error messages that may have occurred during 







Note:  The form 452A can be updated through the Document Update process.  MCS 
will verify that the form 452A has been completed prior to sending the replace 
place, however, if the form has not been uploaded and sent to MCS, MCS will notify 
the carrier that the form is required. 
 
 
  Exercise 










The original generations of renewal notices are automatically generated when 
the supplement is processed.   
The user will be able to reprint a renewal notice/ application for a specific expiration 
year if they did not receive a renewal notice due to mail related issues or it has 
been misplaced. 
 
  Step-by-Step 
 
If Renewal Notice is selected: 
• Carrier will then select the “Reprint” function where they will be able to 
select Renewal Notice.  
 
 
• The carrier’s customer number will be populated but the user is required to 
type in the Fleet expiration year that they are requesting and invoice for 
along with how they want it delivered.  
**NOTE** If the Fleet number is entered in the system the renewal notice will 








• If no specific fleet number is provided the system will supply a list of Fleets 




• When the ‘Proceed’ command button is selected after the user has 
determined what fleet they need an invoice for the system will display a 







Copy of Renewal Notice:  
 
  Exercise 








Section 2: Inquiries 
 
 
In this section you will be able to… 
 





The system will provide the user with the capability to inquire on all of the IRP 
related information. All Inquiries are grouped in the Inquiry Tab on the IRP Main 
Menu. You may start your search by entering a unique identifier that is specific to 
your account; for example, a tax identification number, plate number, USDOT 
number, etc. However, your customer number is prefilled for you once you log into 
the web site. On the first search screen, select Proceed  to begin 
your search. The search screen will be displayed with the results of the search. Ten 
results are displayed at a time. If more than ten results are found, you will be able 
to navigate by using the First, Previous, Next, and Last Page 
links . 
Inquiries can be viewed in one of two ways. Select the Select link to view an 
inquiry in a tree structure which displays the account in levels using the “+” to 
expand the level or a “-“ to collapse a level. Shown on the left side of the results 
screen, the expansion will display all supplements (transactions) that have taken 
place within a given year. If multiple years exist they will appear as a separate line 
under the History list. To end your search here, select Quit  and you 
will be taken back to the IRP Main Menu. Select Refresh  to enter 
another unique identifier on the search screen. 
Select the View link to view an inquiry in a more detail format to include 
demographics and DMV user information and comments. Select Back 
to return to the search screen or Close   to return to 



































The Account Inquiry displays the carrier’s customer number; federal ID 
number (tax ID number-TIN); USDOT number; status; demographic information; 
IRP account details  
 









  Exercise 









A Vehicle Inquiry displays the number of vehicles and details of the vehicles 
in a fleet to include unit number; fleet owner; make, body style, and year of the 
vehicle; VIN; Title number; purchase price; etc. the registration details of the 
vehicle are also shown under this inquiry and include such information as the 
registration issue and effective dates; plate number; status: active, deleted, or 
suspended; Motor Carrier Safety Improvement Process (MCSIP) level, a federal 
program designed to improve the safety performance of motor carriers. 
 









  Exercise 










A TEAR also known as a Temporary Evidence of Apportioned Registration 
(valid for forty-five days) allows the carrier to legally drive his truck until he 
receives his credentials. This credential displays information about the carrier and 
the vehicle which includes: the TEAR number, effective dates, vehicle’s physical 
address, all jurisdictions, GVWs, etc. 
 








  Exercise 









The Supplement Inquiry displays all the transactions (Supplements) done to 
a fleet in a given year to include the dates and amounts of the transactions as well 
as the supplement status: closed-transaction is paid and completed; renewed-
vehicle is renewed for the year; or invoiced-carrier has not paid required fees and is 




ACC New Account 
AFL New Fleet 
RWC Renew with Change 
AJU Add Jurisdiction 
AVE Add Vehicle 
AXV Add Vehicle w/ Transfer 
CMB Combined Vehicle 
CVN Change Vehicle-No Fee Related 
CVF Change Vehicle-Fee Related 
CFF Change Carrier Type/Comm Class 
DEV Delete Equipment 
RTG Replace Plate 
RCC Replace Cab Card 
AFF Fleet to Fleet Transfer 
REI Renewal for Reinstatement 
CWT Weight Group Change 
CFN Change DBA/Fleet Name 
AUD Audit 
VCV VIN Correction 
VRE Vehicle Reinstatement 
SHP Second Half Payment 
TRP IRP Trip Permit 
EOD Error Correction Do 
EOU Error Correction Undo 




















  Exercise 



















Jurisdiction Fee Inquiry displays each jurisdiction’s fee. This inquiry will allow 
the carrier to look at the fees for each state they have traveled through.   











  Exercise 

















 The Fleet Inquiry function displays detailed information on a fleet. 










  Exercise 










The Distance Inquiry function displays the distance traveled per jurisdiction 
for a given year. 
 









  Exercise 










The Weight Group Inquiry function displays the maximum weight allowed in 
a jurisdiction for a given year. 
 
 










  Exercise 





Vehicle Transaction Inquiry 
 
Discussion… 
Vehicle Transaction Inquiry displays all transactions done on a unit in a given 
year. 
 










  Exercise 





  Questions  







































Section 3: WIP (Work In Progress) 
 
In this section you will be able to… 
 




The Work in Progress (WIP) process will provide the carrier with the ability to 
quit in the middle of a transaction without losing the information processed to a 
certain point.  Also (WIP) will allow the carrier to access an unfinished supplement 
transaction at the point where the carrier last completed. 
Reminder:  
• “Quit” means that the data for the transaction has been saved. 
• “Cancel” means that the data for the transaction will not be saved and the 
transaction would have to be started again by entering in data. 
 
Note: Not all screens have the “cancel” command button, however; all screens do 

















  Step-by-Step 
 
Once the carrier signs onto the MCS Website the carrier will select the IRP option 



















Select WIP from the IRP screen.  
 
The carrier will select Proceed. 
 






WIP will access the unfinished supplement transaction at the point where the carrier 
had selected “Quit”. 
     
Supplements must be completed or cancelled.  A supplement must be closed 
before a new supplement can be processed. Carrier must “proceed” with the 
transaction or “cancel” the transaction. 
 
 
  Exercise 
1) Using the correct supplement add a jurisdiction to one of your vehicles but 
select “QUIT” when you get to the Billing Screen.  
 











Section 4: Reprint 
 
 
In this section you will be able to… 
 
• Reprint a Cab Card for a specific vehicle 
• Reprint a TEAR for a specific vehicle 




Reprinting Credentials and Documents (IRP) 
The original generation of credentials (TEARS) and/or invoices and cab card(s) are 
automatically generated when the supplement is processed.  The reprint function is 
used when the user needs to reprint a credential and/or documents due to error by 
the user or printer issues. This function can also be used if the user needs to reprint 
an invoice for a specific supplement when an additional copy is required or needed.  
The user can reprint for the following types of invoices: Fees by Jurisdiction, Fees 
by Unit, and Fees for Unit by Jurisdiction. The user will also have the ability to 
reprint TEARS using this supplement.  The user has the option to select specific 
vehicles to have a TEAR reprinted or they can select the reprint of TEARS for all 
vehicles listed. Users will have the ability to reprint cab cards and/or TEARS only if 
the user has processed a Replace Cab Card or Add Jurisdiction function the same 
day. The system will give the user an error message that the transaction cannot be 
completed and they need to contact SCDMV Motor Carrier Services. The user will 
have to use the inquiry function(s) from the previous lessons to obtain certain 
information they will need in order to use the “Reprint” function. 
 
REMINDER: 
Users will have the ability to reprint cab cards and/or TEARS only if the 








  Step-by-Step 
 




• Carrier will then select the “Reprint” function where they will be able to 









If TEAR is selected:   
• The user will have to use the Inquiry function that was discussed in previous 




• The following  information is needed for the TEAR reprint function:  
o Customer number (will be populated automatically) 
o Fleet Expiration Year  
o Fleet Number  
o Supplement Number 
 










• User will type information required into the system and select the ‘SEARCH’ 
command button.  
 
 
• The system will display all vehicles in the Fleet that has been identified.  
 
• The user should select how they want the TEAR delivered in the drop down 
box.  
 
• The user can either select the ‘Reprint All Vehicles’ select the check box or 
select the check box beside each vehicle they need to reprint a TEAR for.  
 









• The system will give the user a message that the TEAR requested has been 




  Exercise 
Using the customer number provided Reprint a Tear for the vehicle you used in 








If Invoice is selected: 
• The user will need to use the Inquiry function to obtain the required 
information.  
 
• The carrier’s customer number will be populated but the user will be required 
to type the Fleet number and Fleet Expiration Year. 
 
 





• Once the information is typed into the system the user will select ‘Proceed’ 











**NOTE** If a specific supplement is not entered the system will return a list of 
supplements and the user will need to select the supplement they want to obtain an 
invoice for. However, if the user inputs what type of supplement they want an 




• Once the user selects the “Select” what supplement they need an Invoice 
reprinted for that line will highlight and then the user will select the 








• The invoice will automatically be generated once the ‘Proceed’ command 
















  Exercise 










If Reprint Cab Card is selected:  
Users will have the ability to reprint a cab card if they have a problem with their 
printer during the transaction. However, the system will prevent the user from 
reprinting a cab card if they have not completed a Replace Cab Card online the 
same day.  
• User will select ‘Reprint Cab Card’ 
 
 
• Carrier’s customer number will be automatically populated.  
• The user is required to put in the Fleet number and Fleet Expiration Year. 
• The user will select how they want the cab card delivered by selecting from 
the “Electronic Delivery Type’ drop down box. 












• System will populate all vehicles listed under that fleet.  
• User can select the check box beside the Unit No. of specific vehicles  
or  
• If all cab cards need to be reprinted the ‘Reprint All Vehicles’ check box can 
be selected. 
• The user will then select the ‘Generate’ command button.  
 
**Reminder** If carrier has numerous vehicles for the Fleet they should use the 
“Page” buttons to find specific vehicles. 
 
 









• If the user attempts to use the reprint cab card function without having 
processed a ‘Replace Cab Card’ transaction the same day they will receive an 
error message from the system stating: “ Cab Cards for this supplement 




  Exercise 
Using the customer number provided request a reprint of the cab card you 
















Section 5: Web Processing 
 
 
In this section you will be able to… 
 
• Demonstrate how to upload documents to be reviewed by SCDMV Motor 
Carrier Services. 





Carriers or service providers must submit all documents required to SCDMV 
by uploading them to the web, faxing, or emailing. The carrier or service provider 
will be able to proceed to the invoice and pay for their transaction online but is not 
required. The account will go into a “Pending” status and stay in that status until all 
documents that are required have been received by SCDMV, approved, and SCMDV 
updates the account.  The system will generate a list of all outstanding documents 
that are required to be submitted based on the web transaction the carrier is 
performing. The system will generate credentials that can be generated and it will 
print out a list of outstanding documents that need to be submitted.  
SCDMV will run a daily report to retrieve a list of web transactions. SCDMV 
will verify documentation that has been uploaded using the web-processing 
function, approve or disapprove the documentation, and update the carrier’s 
account accordingly. If the carrier still has outstanding documents that need to be 
submitted the system will generate an invoice but it will remain in a Web-
Processing pending status in WIP. Once all documents have been received and 
approved the  account will be updated and an email will be sent to the carrier or 
service provider from SCDMV stating that the transaction has been approved and is 
ready for payment.  The carrier or service provider will then be able to finish out 
their transaction by going into WIP to submit payment and generate/ print 
credentials that are allowed to be generated /printed from the online services.  
Once the carrier or service provider has submitted a supplement to SCDMV no 
further changes can be made. If the carrier attempts to make additional changes to 
a supplement the carrier will receive a warning message stating “One transaction 







Reminder: It is also very important that carriers understand that even if 
they start a web transaction(s) and submits with outstanding 
requirements to be met you will still be subject to penalties and/or 
interest applied if the transaction is not paid and completed by the IFTA 
due date and/or by the IRP expiration date.  
 
  Step-by-Step 
 
• User will sign on and select “IRP” underneath Application.  
 
 











• Carrier’s customer number will be populated automatically. 
 
• System requires user to enter the following into the system: 
o Fleet number 
o Expiration Year  
o Supplement number  
 
 
• User will then selects “Browse” and locate the file they want to attach from 
their computer.  
 
• The file can be attached by either double clicking on the file name or 
selecting ‘Open’.   
 
 
**NOTE** Documents that are being submitted must be scanned in as one 
file. The user will only be able to upload one file to the system. The system 
will not allow user to upload more documents to the system once the 
supplement has been submitted. 






**NOTE** If the carrier wishes to add any comments concerning  this 
web-processing  function they will have the ability to by using the 
“comment” text box.  The carrier has a limit of 140 characters should they 
need to leave a comment. 
 









• User will receive message stating “Record successfully updated” if there are 







  Exercise 
Using the provided customer number upload documents to be reviewed by MCS 
using the ‘Webprocessing’ function.  





















Lesson 5- IFTA 
 
In this section you will be able to… 
 
• Identify which Supplement to use in order to issue additional decals 
• Demonstrate issuing additional decals 
• Issue a duplicate license using the carrier data provided 
• Renew Fleet 
• File Tax return/amend tax return 
• Supplement –Renew Fleet (Another way to renew) 












This supplement will allow the carrier to obtain a replacement license if they lost or 
misplaced the IFTA License. Since there is no charge or approval needed for the 
Duplicate License transaction the carrier will be able to complete the process and 
print out their Duplicate IFTA license. However the system will stop the transaction 
if the carrier has not filed their four consecutive quarterly filings or if there are any 













  Step-by-Step 
 














• The carrier’s customer number will automatically populate in the system.  
 
 
• The user will need to provide the system with the License year for the 
Duplicate License they are trying to obtain.  




• The system will display the carrier’s information. The user will need to select 








• The row of information selected will be highlighted.  
• The user will then select the ‘Proceed’ command button.  
 
 
• The user will be directed to the “Credential Assignment” screen where they 
will decide how they want the credential delivered. 
• Once the user has decided on the delivery type they will select the ‘Proceed’ 




• If the transaction is processed with no problem the user will receive a 







Copy of Duplicate IFTA License generated by system: 
 
 
  Exercise 

















A carrier or service provider will be able to request additional decals at any time 
using the MCS website.  The Additional Decal supplement allows the carrier to 
request additional decals to a specific fleet, and license year. The IFTA fleet status 
must be Active and without outstanding fees due for previous tax returns or audits.  
A return must have been filed for the most recent quarter    When a carrier applies 
for additional decals on the web, the year, make and vin are required which we will 
accept as the equipment list. The carrier will be getting a temporary IFTA which 
gives them 30 days to travel until the decals are received in the mail. The carrier 
must be in good standing before any additional decals can be issued.  There is no 
fee for additional decals. Whenever a decal is requested the carrier will receive two 
matching decals which will be issued to each fleet vehicle.  Upon renewal new 
decals will also be issued.  In order to be eligible for additional decals, all prior 
quarterly tax returns must be completed and paid.  SCDMV has the right to request 
an equipment listing for the additional decals that the company has previously 
issued prior to issuing future request for additional decals. 
A replacement decal may be issued for a decal that has been destroyed, damaged 
or faded. 
Certain steps must be taken when a carrier is requesting additional decals.  The 
carrier must:  
 
1. Review their documentation  
2. Verify fleet information 
3. Verify that they do not owe money for a Tax Return 
4. Issue Additional decals 
 
What are the requirements for issuing additional decals? 
1. Review Documentation  
 
 If the account and fleet statuses are active and no changes are required 
and all tax returns have been filed and paid the carrier can then request 
additional decals. 
 
NOTE:  If the carrier owes money or there is any kind of alerts the system will not 





If the carrier is informed that they have an outstanding tax return, the carrier can 
review tax returns by going to INQUIRY or contact Motor Carriers. REMINDER 
2. Request  Additional Decals, If Applicable 
 
 
  Step-by-Step 
 
• From the IFTA menu, select ADD DECALS from the SUPPLEMENT tab to 
display the Fleet Search screen. 
• Customer number will automatically populate. Enter the Fleet number and 
License year 
• Select PROCEED to display the IFTA Additional Decal screen. 
 
 
• Enter the number of IFTA decal sets requested or allowed based upon 
SCDMV.  Comments may be entered if necessary. 
• Select PROCEED to display the verification screen 
• On the verification screen: Verify the number of Decal Sets requested then 
select Proceed to display the Credential Assignment screen 
• Select the appropriate Electronic Delivery Type. 
 
For each set of Decals requested the carrier must enter the vehicle information that 
includes: the VIN, Make, unit number and Model year.  Once the carrier enters this 






Once the carrier selects ADD the decal screen will display with the information that 
was entered in the entry fields and a blank line for additional vehicles if needed. 
Note:  If additional decals are required, the carrier will select ADD after entering 
the data for each vehicle. 
If the information for a particular vehicle is incorrect, the carrier will be able to 
delete the vehicle by selecting the DELETE link associated with that vehicle.  The 
carrier should then re-enter the vehicle information.  The number of vehicles 









However, if a carrier request 4 sets of decals but only enters vehicle information 






The carrier has the two options: 
1) Select the Cancel command button and add the additional vehicle information 
omitted. 
 
2) Select OK command button and receive 2 sets of additional decals.  
 
 
• Select Proceed and the IFTA 30 Day Temporary Decal Verification screen 








If the delivery type selected was PDF, the International Fuel Tax Agreement 







Once the carrier saves and closes the document a screen will display stating that 
the supplement (Add Decals) is submitted successfully in Queue for SCDMV to 














1.  From the “Add Decals” screen once the carrier selects “Proceed” what 
documents will be generated? 
a. Temporary IFTA Decal.  
b. The Invoice 
c. Verification form to be signed by the customer 
d. None of the above\ 
 
2. What is the purpose of the “Cancel” command button when issuing 
additional decals? 
a. The additional decals transaction will be completely cancelled 
b. The transaction can be access through the IFTA application level menu 
c. The transaction will be saved in order to access at a later date 
d. None of the above 
 
 
  Exercise 
 
Using the customer number provided, issue one (1) set of additional decals. 
 
Using the customer number provided issue another set of decals; however, select 















In this section you will be able to… 
 






All carriers must file an IFTA quarterly tax return with the Motor Carrier Services 
section, reporting their miles traveled and fuel purchase for the quarter.  This 
return must include the total miles traveled and the total gallons of fuel purchased 
during the reporting period. 
The carrier or service provider will now be able to file their quarterly tax returns 
and file amended tax returns if needed using the MCS website. 
IFTA Quarterly tax returns are processed quarterly.  The quarterly tax return is due 
on the last day of the month following the quarter. 
• 1st Quarter—April 30 
• 2nd Quarter—July 31 
• 3rd Quarter—October 31 
• 4th Quarter—January 31 
All quarterly tax returns processed through the website after the due date will incur 
a penalty and interest and possibly would cause the carrier or service provider to be 
revoked from having access to the MCS website because the carrier will have 
outstanding liabilities stated in the IRP/IFTA Web agreement. 
A carrier must file a tax return even if the carrier does not operate or purchase any 
fuel during the quarter.  These are called “no operations” returns. 
All IFTA tax returns are to be reported in United States measurements.  If the 
carrier has Canadian travel and fuel purchase, the conversion rates are: 
1 Liter         =   .2642 gallons 
1 Kilometer = .62137 miles 
 
An amended return should be filed whenever the carrier determines that an error 
was made on the original return.  SCDMV may also request amended returns on an 
as needed basis.  Penalties and interest will be applied to an amended return in the 
same manner as a delinquent return. 
 






• Select IFTA from the Enterprise screen. 
 
• From the IFTA menu, select “File/Amend Return” from the TAX RETURN tab 
 
 
• On the Tax Return Search screen, enter the Return Year, Return Quarter, 
Fleet number and Fuel type.  Fuel type can be entered by selecting the drop 






• Select Proceed to display the tax return screen. 
Note:  The due date is automatically populated based upon the tax return quarter 
and year.  Also, the filed date is automatically populated to the current date the 
return is being filed. 
If this is an original tax return the carrier is filing the Amend/Orig will default to an 
“Original”.  If the carrier was filing an amendment to a tax return they had filed 
previously, the Amend/Orig text box would display “Amendment”.  Selecting 









• Carrier must enter the total miles for the states traveled, tab over and the 
total taxable miles will enter automatically.  The carrier would also enter the 
tax paid gallons (Column E). 
Note:  If the carrier wishes to remove or add a state the carrier would select the 







• Once the carrier enters the total miles and tax paid gallons, the carrier must 
select “Calculate”. 
If the carrier had no operations for the quarter, they are still responsible for 
reporting this information. The carrier must check the No Operations box if they did 
not travel out of state. Select “Proceed” 
 
 
Note:  If the carrier fails to enter the total miles the carrier will receive a message 







• Once the carrier selects “Proceed” the carrier must review the return 
information. 
Note:  If the information is incorrect the carrier can select “Back” to return to the 
Tax Return screen. There is no “back” on the above screen.  The carrier can make 
the changes on this screen. 
• If the information is correct, select “Proceed” to display the Tax Return 






• Once the carrier selects “Proceed” the tax return payment details screen 
displays.  This screen displays interest and penalties calculated based upon 






• Verify and select “Proceed”.  Once the carrier selects “Proceed” the Quarterly 
Tax Return will display.   
Note:  The carrier has an option to select “View Invoice” in order to verify the 
tax return. If the carrier selects the “View Invoice” the tax return will populate. 
 
• Once the carrier select the “X” in the upper right hand corner the tax return 
will close and the Tax Return Payment Details screen will populate. 
 






• Once the carrier selects “Proceed” the Quarterly tax return will populate. 
 
Note:  Depending on what the carrier selected for the Electronic delivery will 
depend on how the Quarterly tax return will be available for the carrier.  If the 
carrier had selected “PDF” the return will populate in a PDF file and the carrier can 
save this file.  If the carrier had selected “E-Mail”, the return would be delivered to 
the carrier through their e-mail. 
 
• Close the Quarterly Tax return by selecting the “X” in the top upper right 
hand corner.  Once the Tax return closes a screen will populate informing the 
carrier that the “Payment was successfully done and if the carrier is required 















  Exercise 











Lesson 5 – IFTA 
 
 
Section 1: Fleet Renewal 
 
In this section you will be able to… 
 
• Update Account Information 
 
• Update Fleet Information 
 
• Update Jurisdiction Information 
 
• Select Credential Assignment 
 




A carrier or service provided will be able to renew an existing IFTA account using 
the MCS website.  The IFTA account will be renewed and a new IFTA license  and 
IFTA decals will be issued. 
The USDOT number of the carrier must be verified and be in good standing.  If 
during renewal the carrier updates a DBA name, the DBA name must match the 
USDOT number.  All previous quarterly returns (first, second and third quarters of 
the current year must be completed and paid by the carrier before the account can 
be renewed.  Once renewed, a new IFTA license and decals will be issued to the 
carrier.  When renewing, the carrier must provide an equipment list for each fleet.  
If the number of decals requested is greater than the number of IRP vehicles 
registered or the number of vehicles listed on the equipment list MCS has the ability 
to issue up to 20% more decals than the number of vehicles listed.  In this case it 
must be approved by a IFTA supervisor or manager before renewal. 
  Step-by-Step 
 
Account Information 






• From the IFTA menu, select the RENEW FLEET from the SUPPLEMENT 
tab 
 
• Enter Customer No or TIN, Fleet No, and License Year        
   (previous year)  
 
























• Update the Owner’s information based upon information from the renewal 
application 
 
• Select PROCEED to display the Account Verification screen 
  






















Messages will appear at the top of the screen.  
 
• Fleet No will remain the same 
 
• Fleet Effective and Expiration Dates will automatically be updated for the 
new year 
 
• Fleet Status will default to Active 
 
• All other fleet information will default from the previous year with the 
exception of No. of IFTA Decal Sets Required To continue with the fleet 
renewal, perform the following steps: 
 
• Update any information that has changed 
 
• Enter the number of Decal Sets that are being requested by the customer 
 
• Select PROCEED 
 
• The registrant’s status will be verified through CVIEW using the USDOT No 







Note: If the Application Signed checkbox is not signed, a hard error will be 
generated, preventing the user from continuing until user receives the 
customer signature. 
 
• The Fleet Details Verification screen will display once all hard errors have 
been cleared. 
 
• Review the fleet information, if updates are required select BACK 
 
If all information is correct, select PROCEED to display the Jurisdiction 
Details screen TIN. If the combination does not exist, a hard error will be 




The Jurisdiction screen will be pre-populated with jurisdictions from the 
previous year.  
 
 
To add or remove jurisdictions follow the same process as previously 
described in the Fleet Information section. To cancel the renewal, select 
CANCEL.  
 
• The renewal will be deleted 
 






• A message will be display to notify the user that the renewal has been 
successfully cancelled. To start over with the selection of jurisdictions, select 
REFRESH 
 
• Any jurisdictions that were added during the renewal process will be 
removed.  To stop the entry of the renewal without losing the Account and 
Fleet Details information, Select QUIT. 
 
• The user will be able to access the account and fleet information that have 
been entered through the WIP (Work In Process) functionality. 
 
This process will be covered in the WIP section of the manual. 
 
To continue with the renewal, select PROCEED to display the Jurisdiction 
Details Verification screen. 
 
• Review the jurisdictions listed. 
 
• Select BACK, if changes are required and make the necessary changes. 
 

























To cancel the renewal, select CANCEL 
To refresh the Electronic Delivery Type, select REFRESH 
To stop processing and save the information that has already been entered, 
select QUIT 
Select PROCEED to generate the following: 











































Section 4: Reprint  
  Discussion 
The reprint function will allow the user to print additional copies of their renewal 
application for a given expiration year. Tax returns can be reprinted but they can 
only be reprinted for those that are from the current or previous quarter. The user 
will receive an error message if they attempt to reprint tax returns from any other 
quarter.   
 
Renewal Notice 
The ‘Renewal Notice’ function allows the carrier to reprint their notice if they 
didn’t receive a copy because of mail or printer issues.  
  Step-by-Step 













• Carrier must provide the system with the following: 
o  fleet number  
o renewal year  
 
• Carrier should also select ‘Electronic Delivery Type’ from the drop down box. 
 





• The system will generate the Renewal Notice and deliver it to carrier based 
on their choice in the ‘Electronic Delivery Type’ check box. 
 










If ‘Tax Return’ is selected the carrier will only be able to reprint those returns that 
have been filed and calculated.  
  Step-by-Step 
 
• The carrier’s customer number will automatically populate.  
• The carrier will then select the ‘Proceed’ command button.  
 
  
• All returns that the carrier has filed will populate. 
• The user will choose ‘Select’ by the return they want to reprint. 
 
**NOTE** This could be more than one page of returns the system will show page 






• If the user attempts to print returns that are not from the current or previous 
quarters the system will give the user a message stating: “Web user can only 
print the current quarter and the previous quarter returns”. 
 
 
• The carrier can narrow down the results returned if they enter in the 
following information:  
o Fleet number 
o Return year and quarter 
o Fuel type  
o Amendment number 
 
• The carrier will select the ‘Proceed’ command button and the system will 











• Tax Return will be delivered based on the carrier’s selection from the 


























  Discussion 
The system calculates the IRP fees for each vehicle and each jurisdiction. As a 
result of fee computation, the system will generate a billing invoice. 
 
During a renewal, the account may be charged with Late Renewal and Late Vehicle 
registration fees. Late Vehicle Registration fees would be charged for a vehicle that 
was added to the renewal but the purchase date was greater than 60 days prior to 
the renewal date. TEARs are not available during renewal. 
 
Note: Carriers are not allowed to add vehicles online. They are allowed to 





  Step-by-Step 
 
Select PROCEED to calculate the fees and the supplement will go from an “Opened” 







Once the supplement is invoiced, you cannot update the Fleet, Distance, Weight 













1. Select the Invoice Report type. There are three choices for the type of 
invoice you can generate: 
a. Detail Fees for each Unit (default) 
b. Fees by Jur. with Mileage 





2. Select the Delivery Type for the Invoice: 







d. PDF - View format. 
 
The Comment field allows you to add any comments regarding the supplement. The 
comments will be included on the invoice. The billing invoice will also list all missing 
documentation. 
 










• Select QUIT to stop processing this supplement and use the Work In Progress 
feature to continue processing the invoice at a later time. 
• Select PROCEED to go to the Payment Details screen. 

































In this section you will be able to… 
 







The Inquiry function will provide the Carrier with the capability to inquire on 
all of the IFTA related information using the tree structure.  All of the inquiries will 
be grouped and presented in the INQUIRY tab on the IFTA Main Menu. 
From the IFTA menu, select one of the following from the INQUIRY tab 
 
• Account  
• Fleet 
• Jurisdiction 
• Tax Rate 
• Tax Return 




















  Step-by-Step 
 
• From the IFTA menu, point to the INQUIRY tab and select Account. 
• Enter the Customer No.  
















• The search screen will be redisplayed with the results of the search. 
 
• Ten results are displayed at a time.  If more than ten results were found, the 
Carrier will be able to navigate by using the First, Previous, Next and Last 
Page links that are provided just above the results. 
 

















 Example: the screen shot below displays the Customer details. 
 
 
• Select BACK to return to the search result screen 
 






















• To view the structure of the entire account, select the SELECT link 
 
• The account structure will appear on the left side of the result screen 
including all registration years as well as fleets and supplements within the 
registration year. 
 
• If multiple fleets exist with a registration year, the multiple fleets will appear 
as a separate line under the Fleet List. 
 
 
• Each level with a “+” can be expanded or collapsed if a “-“is displayed 
• The expansion of the Supplement will display all supplements that have 


















• To view details at any level select the link and a detail screen will display.  
The example below displays detailed ACCOUNT information. 
 
 
  Exercise 

















  Step-by-Step 
 
• From the IFTA menu, point to the INQUIRY tab and select Jurisdiction 
 
• Enter the Customer No.  
 















• The search screen will be redisplayed with the results of the search. 
 
• Ten results are displayed at a time.  If more than ten results were found, the 
Carrier will be able to navigate by using the First, Previous, Next and Last 
Page links that are provided just above the results. 
 





















• Select BACK to return to the search result screen 
 






















• To view the structure of the entire account, select the SELECT link 
 
• The account structure will appear on the left side of the result screen 
including all registration years as well as fleets and supplements within the 
registration year. 
 
• If multiple fleets exist with a registration year, the multiple fleets will appear 
as a separate line under the Fleet List.  
 
 
• Each level with a “+” can be expanded or collapsed if a “-“is displayed 
 
• The expansion of the Supplement will display all supplements that have 













• To view details at any level select the link and a detail screen will display.  
 






  Exercise 













• From the IFTA menu, point to the INQUIRY tab and select Supplement. 
 
• Enter the Customer No 
 



















• The search screen will be redisplayed with the results of the search. 
 
• Ten results are displayed at a time.  If more than ten results were found, the 
Carrier will be able to navigate by using the First, Previous, Next and Last 
Page links that are provided just above the results. 
 




























• Select BACK to return to the search result screen 
 






















• The account structure will appear on the left side of the result screen 
including all registration years as well as fleets and supplements within the 
registration year. 
 
• If multiple fleets exist with a registration year, the multiple fleets will appear 






• Each level with a “+” can be expanded or collapsed if a “-“is displayed 
 
• The expansion of the Supplement will display all supplements that have 










• To view details at any level select the link and a detail screen will display.  















  Exercise 













  Step-by-Step 
 
• From the IFTA menu, point to the INQUIRY tab and select Fleet. 
 
• Enter the Customer No.  
 





















• The search screen will be redisplayed with the results of the search. 
 
• Ten results are displayed at a time.  If more than ten results were found, the 
Carrier will be able to navigate by using the First, Previous, Next and Last 
Page links that are provided just above the results. 
 






















• Select BACK to return to the search result screen 
 

























• To view the structure of the entire account, select the SELECT link 
 
• The account structure will appear on the left side of the result screen 
including all registration years as well as fleets and supplements within the 
registration year. 
 
• If multiple fleets exist with a registration year, the multiple fleets will appear 




• Each level with a “+” can be expanded or collapsed if a “-“is displayed 
 
• The expansion of the Supplement will display all supplements that have 










• To view details at any level select the link and a detail screen will display.  





  Exercise 













Tax Rate Inquiry 
 
  Step-by-Step 
 
• From the IFTA menu, point to the INQUIRY tab and select Tax Rate. 
 
• Enter the Return Year and Return Quarter.  
 


































  Exercise 










Tax Return Inquiry 
 
  Step-by-Step 
 
• From the IFTA menu, point to the INQUIRY tab and select Tax Return. 
 
• Enter the Customer No.  
 























• The search screen will be redisplayed with the results of the search. 
 
• Ten results are displayed at a time.  If more than ten results were found, the 
Carrier will be able to navigate by using the First, Previous, Next and Last 
Page links that are provided just above the results. 
 
































• Select BACK to return to the search result screen 
 
• Select CLOSE to close the Inquiry and return to the IFTA Level menu 






• The account structure will appear on the left side of the result screen 
including all registration years as well as fleets and supplements within the 
registration year. 
 
• If multiple fleets exist with a registration year, the multiple fleets will appear 






• Each level with a “+” can be expanded or collapsed if a “-“is displayed 
 
• The expansion of the Supplement will display all supplements that have 









• To view details at any level select the link and a detail screen will display.  









  Exercise 














1. What is a “tree” Structure? 
a. Structure of the entire account 
b. Structure of the carrier shaped like a tree 
c. A form of communication between the carrier and motor carriers 
d. None of the above. 
 
2. How will multiple fleets appear in Inquiry in the tree structure? 
a. As a separate line under the Fleet List. 
b. As a stand-alone under the IRP section 
c. Inquiry does not display multiple fleets 
d. None of the above 
 
3. What must the Carrier select  in order to expand or collapse a supplement 
within the tree structure? 
a. Each level with a “+” can be expanded or collapsed if a “-“is displayed 
b. Right click on the supplement and select open 
c. Cannot open supplements within an Inquiry 
d. None of the above 
 
4. How does the Carrier view details? 
a.  Select the link and a short version will display, then select that short 
version to view the details 
b. Select the link and a detail screen will display 
c. The carrier does not have a user role that allows them to view the details 















Section 3: WIP 
 
In this section you will be able to… 
 





The Work in Progress (WIP) process will provide the carrier with the ability to quit 
in the middle of a transaction without losing the information processed to a certain 
point.  Also (WIP) will allow the carrier to access an unfinished supplement 
transaction at the point where the carrier last completed. 
Reminder:  
• “Quit” means that the data for the transaction has been saved. 
• “Cancel” means that the data for the transaction will not be saved and the 
transaction would have to be started again by entering in data. 
 
Note: Not all screens have the “cancel” command button, however; all screens do 
























Once the carrier signs onto the MCS Website the carrier will select the IFTA option 
on the Enterprise screen. 
 
 
• Select WIP from the IFTA screen.  
 






• Once the carrier selects “Search Supplement” the search supplement screen 



















• When the carrier selects the open supplement, WIP will access the unfinished 




• The carrier will then follow the screens for the supplement requested. 
 
Important:  Supplements must be completed or cancelled.  Supplements are 
numeric starting from 0.  Also, a supplement must be closed before a new 
supplement can be processed. Carrier must “proceed” with the transaction or 














Section 4: Reprint 
 
 
In this section you will be able to… 
 
 






Reprint Credential(s) IFTA 
This function allows the user to reprint credentials and/or documents when 
necessary. The original credential (IFTA License) is automatically generated when 
the Duplicate License supplement is processed.  
 
  Step-by-Step 
 







• Carrier will then select the “Reprint” function where they will be able to 
select License, Tax Return, or Renewal Notice.  
 
 
If License is selected the carrier will be able to reprint a License for a given fleet 
number and fleet license year. The carrier’s customer number will automatically be 
populated in the system.  
 
• The license will be delivered based on the user choice in the ‘Electronic 
Delivery Type’ check box.  
• The user will select the ‘Proceed’ check box. 
 
 
**NOTE** If the carrier doesn’t give any more information than the customer 










• The user will select the license they want to reprint using the ‘Select’ button.  
 
 
• When the “Select’ button is chosen the row will highlight and the system will 

















**NOTE** If the carrier wants to narrow down a specific license they want 
to obtain they will need to provide the system with the following information: 
o  fleet number 
o  license year 







  Exercise 














Lesson 6: Sign Off 
 
 
In this section you will be able to… 
 





The main menu for IRP/IFTA is the navigation center which is also called the 
Enterprise Screen. This screen allows the user to Sign Off when needed. By signing 
off from the online services the user will be taken back to the main login screen 







  Step-by-Step 
 









  Exercise 
Select the Sign Off function and sign out of the web service website. 
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